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TO  THE  NEW  EMPLOYE 

The  Pennsylvania  Liquor  Control  Board  wel- 
comes you  as  a member  of  its  organization  and 
hopes  you  will  find  your  work  pleasant  and  in- 
teresting. 

As  a clerk  in  the  State  Stores,  you  will  be 
the  representative  of  this  Board  to  the  public. 
Since  most  purchasers  have  little  or  no  other 
personal  contact  with  the  system,  their  opinion 
of  the  Liquor  Control  Board  will  be  influenced 
almost  entirely  by  the  attitude  of  yourself  and 
the  other  State  Store  employes  they  know  and 
with  whom  they  deal. 

We  want  our  patrons  to  feel  they  are  genuine- 
ly welcome  in  our  stores,  that  we  are  glad  to 
serve  them  and  to  answer  their  questions  about 
merchandise  and  services.  The  more  complete  your 
training,  the  better  equipped  you  will  be  to 
meet  your  obligations. 

The  information  contained  in  this  booklet 
will  help  you  obtain  a background  of  basic  know- 
ledge of  your  job.  More  comprehensive  training 
will  be  given  you  as  quickly  as  possible. 

SERVICE  TO  THE  PUBLIC 
Customer  Approach 

To  deserve  the  goodwill  of  the  public  is  of 
the  utmost  importance.  It  is  best  gained  by  giv- 
ing cheerful,  competent  service  in  clean  attrac- 
tive stores. 

Customers  must  be  waited  on  promptly  and 
pleasantly.  Always  approach  them  rather  than 
have  them  come  to  you.  Greet  them  with  Good 
Morning’  (Afternoon  or  Evening).  Ask,  ‘May  I 
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help  you?'  When  the  sale  is  completed,  say 
‘Thank  You.’  If  engaged  in  other  duties  at  the 
counter,  stop  such  work  when  customers  enter  and 
be  prepared  to  serve  them.  If  additional  help  is 
needed  at  the  counter  for  better  service,  ask 
your  Manager  for  that  help. 

Should  a customer  be  difficult  in  his  atti- 
tude, always  remain  courteous  and  patient.  If 
situations  arise  which  you  cannot  handle,  call 
the  Manager  before  such  incidents  get  out  of 
control.  Discourtesy,  for  any  reason,  is  inex- 
cusable. Tact  and  courtesy  are  necessary  attri- 
butes to  cultivate. 

Never  underestimate  a customer’ s purchasing 
power.  It  will  please  him  to  be  offered  merchan- 
dise of  higher  value.  Therefore,  when  discussint 
the  price  range  of  a class  of  merchandise,  men- 
tion the  highest  price  of  the  group  first,  such 
as,  ‘Vermouth  is  priced  from  $2.07  down.’ 

Knowledge  of  Store  Stock 

You  will  be  able  to  give  more  intelligent  and 
efficient  service  if  you  are  thoroughly  familiar 
with  all  the  types  of  merchandise  carried  in  the 
store  and  with  its  location  in  the  bins.  A 
study  of  the  Price  List  will  inform  you  of  the 
variety  of  our  stock  and  an  examination  of  the 
bin  arrangement  in  the  store  will  quickly  show 
where  the  various  types  are  kept. 

If  a sales  bin  is  empty,  check  the  inventory 
stock  cards  before  telling  the  customer  the  item 
is  out  of  stock  as  there  may  be  more  in  reserve. 
If  there  is  no  stock  of  the  item,  then  suggest 
the  sajne  brand  in  a different  size,  if  available, 
or  refer  the  customer  to  the  display  of  similar 
items,  or  hand  him  a Price  List  open  at  the 
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place  where  such  merchandise  is  listed  and  sug- 
gest he  make  another  selection. 

Merchandise  Services 

If  an  item  carried  on  the  Price  List  is  not 
regularly  stocked  in  your  store,  tell  the  cus- 
tomer it  can  be  obtained  for  him.  Use  the  Custom- 
er Request  For  Stock  Merchandise  form  which  is 
available  at  the  counter  to  insure  that  the  item 
is  obtained  for  him. 

If  you  have  requests  for  merchandise  not  car- 
ried on  the  Price  List  but  available  from  the 
producer,  such  merchandise  can  be  ordered  in 
case  quantities  by  means  of  a Special  Liquor 
Order.  The  procedure  to  follow  in  this  event 
will  be  explained  by  your  Manager. 


Retail  Case  Discount 

Retail  customers  are  allowed  a discount  of 
five  per  cent  on  the  following  purchases: 

Wines:  4 gallons  or  6 half-gallons  or  12  bot- 

tles or  24  half-bottles.  These  wines 
must  all  be  the  same  price. 

Cordials:  6 bottles  or  12  half-bottles  or  12 
pints.  These  cordials  must  all  be 
the  same  price. 

All  Other  Merchandise  Except  Alcohol:  12  fifths 
or  12  quarts  or  24  pints  or  48  half- 
pints. This  merchandise  must  all  be 
the  same  code. 

Sales  of  this  type  are  called  Retail  Case 
Sales  and  the  method  of  handling  them  will  be 
explained  by  the  Manager.  When  a customer  buys  a 
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half  case  or  more  of  an  item,  it  would  be  well 
to  call  the  case- discount  feature  to  his  atten- 
tion as  he  may  wish  to  increase  his  purchase  to 
earn  this  discount.  Always  offer  to  take  case 
merchandise  to  the  customer' s car. 

Brand  Recommendation  Forbidden 

Avoid  showing  brand  preference  in  the  sale  of 
merchandise.  The  customer  should  select  the 
brand  he  wants  and  our  merchandise  displays  and 
printed  Price  Lists  make  this  an  easy  matter. 

Although  you  are  not  to  show  preference  in 
the  sale  of  brands,  you  are  expected  to  assist 
the  customer  who  is  uncertain  as  to  what  he 
wants  or  who  asks  for  informatiin  about  merchan- 
dise. 


Packaging  Merchandise 

To  prevent  breakage,  always  package  merchan- 
dise in  such  manner  that  bottles  do  not  come  in 
direct  contact  with  one  another.  If  a customer 
requests  packaging  in  some  special  manner,  this 
should  be  done  to  his  satisfaction. 

If  merchandise  is  broken  while  in  the  cus- 
tomer' s custody,  no  credit  can  be  allowed.  Such 
broken  bottles  should  not  be  kept  in  the  store 
but  be  disposed  of  outside. 

Counterfeit  Money 

Be  alert  for  counterfeit  money.  If  doubtful 
currency  is  presented  to  you,  do  not  remove  it 
from  the  customer’ s sight  but  have  the  Manager 
come  to  your  register  to  verify  the  genuineness 
of  the  money. 


Exchange  of  Merchandise 

Should  a customer  wish  to  exchange  merchan- 
dise purchased  in  our  stores,  refer  such  request 
to  the  Manager  until  such  time  as  your  training 
and  experience  qualifies  you  to  handle  these 
transactions  yourself. 

Customer  Purchases  Left  in  Store 

If  a customer  has  bought  merchandise  but  for 
some  reason  wants  to  leave  it  in  the  store,  this 
can  be  done  only  at  the  customer’s  risk. 

Alcohol 

Ethyl  Alcohol  is  stocked  in  all  stores.  Any 
person  legally  qualified  to  purchase  liquor  at 
retail  may  purchase  alcohol  at  retail  and  the 
sale  is  made  in  the  same  manner  as  that  of  other 
merchandise.  Holders  of  Wholesale  Alcohol  Pur- 
chase Permits  may  purchase  alcohol  at  net  whole- 
sale permittee  prices  as  given  in  the  Master 
Price  List.  Holders  of  Wholesale  Liquor  Purchase 
Permits  may  not  purchase  alcohol  at  discount. 

Retail  liquor  licensees  may  purchase  merchan- 
dise, except  alcohol  or  half-pints  of  whiskey  or 
brandy,  at  a special  licensee  discount.  To  earn 
the  discount,  their  orders  must  total  at  least 
$13.20  in  retail  value. 

Licensee  Purchases 

Licensee  orders  are  written  up  on  a Wholesale 
Liquor  Order  Form.  Your  Manager  will  instruct 
you  in  the  preparation  of  this  form  and  in  the 
recording  of  the  sale.  Assembling  of  the  mer- 
chandise and  its  delivery  to  the  licensee  must 
be  carefully  checked  according  to  the  procedure 
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established  by  the  Manager.  Only  the  licensee  or 
his  authorized  agent  is  permitted  to  take  deliv- 
ery of  the  merchandise.  It  is  a part  of  good 
service  to  help  the  licensee  load  his  purchases 
in  his  car. 


Checks  may  be  accepted  for  licensee  purchases 
if  the  licensee  is  not  one  from  whom  the  Board 
has  withdrawn  this  privilege.  Such  checks  must 
be  drawn  on  the  bank  account  of  the  licensed  es- 
tablishment and  made  payable  to  the  Commonwealth 
of  Pennsylvania.  If  the  licensee  is  an  individu- 
al, his  personal  check  may  be  accepted.  Examine 
all  checks  to  see  that  they  are  properly  drawn 
and  correctly  dated.  Dishonored  checks  will  re- 
sult in  the  imposition  of  a penalty  upon  the  li- 
censee. For  this  reason,  you  are  not  permitted 
to  write  any  portion  of  a licensee  check.  Before 
depositing  checks  with  the  Manager,  they  should 
be  imprinted  on  the  front  with  a rubber  stamp, 
provided  for  the  purpose,  and  entries  made  there- 
on as  to  date,  store  number  and  licensee  number. 


Minors  and  Inebriates 

It  is  unlawful  to  sell  a person  who  has  not 
yet  reached  the  age  of  21  years.  For  this  reason, 
it  is  very  important  that  you  look  at  your  cus- 
tomers carefully.  If  you  doubt  that  the  customer 
is  of  legal  age,  you  must  not  sell  him  until  he 
furnishes  sufficient  proof  that  he  is  21  years 
old.  Be  certain  that  such  proof  applies  to  the 
person  presenting  it  and  is  not  borrowed  for  the 
occasion. 
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The  law  does  not  permit  sales  to  anyone  visi- 
bly intoxicated.  You  must  be  alert  to  your  re- 
sponsibility in  this  respect  and  be  able  to  dif- 
ferentiate between  the  person  who  has  had  some- 
thing to  drink  and  one  who  has  had  too  much  to 
drink. 


COMPLETING  THE  RETAIL  SALE 
Sale  Procedure 

Experience  has  shown  that  the  following  pro- 
cedure in  completing  a retail  sale  will  minimize 
errors: 

1.  Look  at  your  customer  to  verify  his  age 
and  sobriety. 

2.  Obtain  the  merchandise  ordered  and,  if 
more  than  one  bottle,  list  the  codes  and 
prices  of  the  items  on  a scratch  pad  and 
total  the  order. 

3.  Tell  the  customer  the  amount  due. 

4.  Acknowledge  to  the  customer,  in  clearly 
audible  tone,  the  amount  of  the  bill  ten- 
dered by  him  as,  for  instance,  "$8.95  out 
of  $10.00”. 

5.  Place  the  customer’ s money  on  the  change 
plate  of  the  register. 

6.  Ring  the  code  number  and  price  of  each 
item  sold,  using  the  listing  key  if  more 
than  one  item  is  involved, 

7.  Compare  the  total  amount  rung  as  shown  in 
the  cash  register  window  with  the  total 
amount  of  the  sale  as  you  had  computed  it. 
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8.  Count  silver  from  the  change  drawer  from 
the  amount  of  the  sale  to  the  nearest  dol- 
lar, then  count  out  any  bills  required  to 
reach  the  amount  of  money  the  customer 
gave  you. 

9.  Count  change  into  the  hand  of  the  customer, 
starting  with  the  amount  of  the  sale  and 
building  up  to  the  amount  received  from 
him, 

10.  Put  the  customer’ s money  in  the  cash  draw- 
er and  close  the  drawer. 

11.  Tear  register  vouchers  along  perforation, 
placing  the  customer’s  portion  in  the  bag 
in  which  you  then  place  his  merchandise. 
The  store’s  portion  of  register  vouchers 
must  be  retained  by  the  clerk  for  account- 
ing purposes.  When  more  than  one  bottle  is 
sold  to  a customer,  check  register  vouchers 
against  the  individual  bottles  to  verify 
that  you  charged  for  each  of  them. 


Errors  in  Making  Change 

If  a mistake  is  made  in  giving  change  or  if 
there  is  any  question  about  the  change  given, 
always  call  the  Manager  before  making  any  ad- 
justment. Cash  drawers  are  to  be  opened  only  for 
making  a sale  or  upon  the  Manager’ s request. 

Errors  in  Recording  a Sale 

If  an  error  is  made  in  registering  a sale, 
call  the  Manager  who  will  void  the  incorrect 
voucher  before  the  sale  is  registered  again. 


Cash  Drawer  Responsibility 

Only  the  person  to  whom  a cash  drawer  is  as- 
signed is  permitted  to  ring  sales  on  it  as  he  is 
responsible  for  its  contents.  Keys  are  provided 
for  locking  your  cash  drawer  when  you  are  tempo- 
rarily absent  from  the  counter. 

Amount  of  Cash  in  Register  Drawer 

An  adequate  supply  of  change  should  be  kept 
in  the  cash  drawer  so  that  you  do  not  have  to 
interrupt  service  in  busy  periods  for  purchasing 
change.  Excess  money  must  be  removed  periodical- 
ly from  your  cash  drawer  and  deposited  with  the 
Manager  who  will  give  a receipt  for  it. 

When  your  register  assignment  is  completed, 
remove  your  cash  drawer  to  the  rear  of  the  store 
where  you  will  count  your  money  and  give  it  to 
the  Manager. 


HANDLING  MERCHANDISE 
Code  Number  Verification 

Every  item  of  merchandise  has  been  assigned 
a code  number  which  appears  on  the  shipping  car- 
ton and  on  the  sales  bin.  When  replenishing  bin 
stock  always  compare  the  code  number  of  the  car- 
ton with  the  code  number  on  the  bin  to  avoid  er- 
rors. 

Condition  of  Merchandise 

When  taking  merchandise  from  reserve  stock, 
the  oldest  stock  should  be  used  first.  You  can 
tell  older  stock  by  the  lower  purchase  order  num- 
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ber  printed  on  the  carton  label.  In  unpacking  car- 
tons watch  for  cracked  bottles,  incorrect  labels, 
defaced  labels,  broken  seals,  short  contents  or 
bottles  containing  excessive  or  unusual  sediment 
and  bring  these  to  the  Manager’ s attention  im- 
mediately. In  opening  a carton,  make  sure  that 
the  number  of  bottles  it  contains  is  the  same  as 
that  printed  on  the  carton.  Any  difference  should 
be  called  to  the  attention  of  the  Manager  before 
bottles  are  removed. 


Breakage  Prevention 

To  keep  breakage  at  a minimum,  handle  merchan- 
dise carefully.  Do  not  carry  more  bottles  at  a 
time  than  you  can  safely  hold  nor  attempt  to  put 
more  cartons  on  a hand  truck  than  it  is  designed 
to  carry. 


State  and  Federal  Seal  s 

All  merchandise  sold  through  our  stores  must 
carry  the  Official  Seal  of  the  Board  (Decalcoma- 
nia  Seal)  and  all  bottles  of  distilled  spirits 
and  compounds  containing  distilled  spirits  must 
have  an  Internal  Revenue  Strip  Stamp  affixed 
over  the  bottle  closure. 


U.  S.  Bottled  in  Bond  Whiskey  Cartons 

United  States  bonded  whiskey  cartons  contain 
information  as  to  serial  number,  date  of  fill, 
etc. , on  the  side  of  the  carton.  This  information 
must  be  destroyed  when  the  carton  is  emptied. 
Many  other  items  of  merchandise  have  tax  stamps 
affixed  to  the  cartons  and  these  stamps  must  al- 
so be  destroyed  when  the  cartons  are  emptied. 
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MISCELLANEOUS  RULES 
Personal  Appearance 

You  are  expected  to  present  a clean,  neat 
appearance  and  to  conduct  yourself  with  proprie- 
ty at  all  times. 

When  working  at  the  counter,  male  employes 
who  are  wearing  conventional  shirts  should  keep 
the  neck  buttoned  and  wear  a tie.  If  wearing  a 
sport  shirt,  no  tie  is  required  but  the  shirt 
should  be  tucked  in  at  the  waist.  Vests  and  sus- 
penders are  permitted  if  a coat  is  also  worn. 
Polo  shirts,  tee  shirts  or  sweat  shirts  are  not 
considered  suitable  counter  apparel. 

Female  employes  should  avoid  garments  that  are 
not  business-like  in  appearance  or  suitable  for 
the  work  required. 


Use  of  Alcoholic  Beverages 

The  consumption  of  alcoholic  beverages  on  the 
premises  is  strictly  forbidden.  Any  employe  who 
should  report  for  duty,  or  be  on  duty,  while 
showing  any  evidence  of  recent  consumption  of 
such  beverages  shall  be  inmediately  suspended 
from  duty  and  his  future  status  be  determined  by 
the  Board. 


Conduct 

Gambling,  profanity,  unbecoming  talk  or 
boisterous  conduct  are  prohibited  on  the  store 
premises.  Smoking  is  permitted  in  the  rear  of 
store  but  never  at  the  counter  or  in  the  front 
part  of  the  store. 
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Restricted  Activities 

The  Liquor  Code  forbids  employes  of  the  Li- 
quor Control  Board  to  be  directly  or  indirectly 
interested  or  engaged  in  any  other  business  or 
undertaking  dealing  in  liquor,  alcohol  or  malt 
or  brewed  beverages  as  an  employe,  owner,  agent 
or  in  any  other  capacity. 

Political  activity  by  classified  employes  is 
restricted  by  the  State  Civil  Service  law  under 
Section  904  entitled  "Prohibition  of  Political 
Activity."  If  you  have  any  doubt  as  to  the  le- 
gality of  an  outside  interest,  ask  your  Super- 
visor about  it. 


Gratu i ti es 

You  are  not  permitted  to  accept  tips  or  gra- 
tuities from  vendors  nor  are  you  permitted  to 
communicate  with  vendors  or  vendors’  agents 
about  any  matter.  • 


Location  of  Assignment 

An  effort  has  been  made  to  offer  you  work  in 
a location  near  your  home.  However,  you  may  be 
transferred  to  any  store  in  the  same  county  as 
your  residence  if  the  need  arises. 

Pay  Checks 

An  unavoidable  delay  is  usually  encountered 
in  the  arrival  of  a new  employe’s  first  pay  check 
due  to  numerous  processes  required  in  placing  a 
new  name  on  the  payroll.  This  check  may  arrive 
several  weeks  past  the  due  date.  Subsequent  pay 
checks  will  not  be  delayed  but  will  be  received 
on  the  fifteenth  and  last  day  of  the  month. 
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Salary  Increments 

Salary  Increments  are  given  according  to  an 
established  schedule.  These  increments  are  given 
only  when  the  employe's  performance  in  his  job 
meets  the  standards  established  as  being  satis- 
factory. Einployes  are  rated  periodically  by  their 
superiors  on  all  phases  of  store  work  and  these 
reports  are  used  as  a basis  for  determining 
whether  or  not  an  employe  will  be  given  a cur- 
rent increment.  Increments  become  effective  on 
four  scheduled  dates  during  the  year:  February  1, 
May  1,  August  1 and  November  1.  Your  increment 
date  will  be  the  scheduled  date  immediately  fol- 
lowing each  completed  year  of  service. 


Promotions 

Promotions  are  made  as  vacancies  occur  by 
selecting  a qualified  employe  from  the  next  low- 
er grade.  Your  position  on  the  promotion  list  is 
determined  by  your  Supervisor  based  on  his  own 
knowledge  of  your  performance  and  on  reports 
submitted  by  your  Manager. 


Vacations 

Liberal  vacations  are  given  in  each  year  of 
full  employment.  If  less  than  a full  year  is 
worked,  the  vacation  allowed  is  in  similar  pro- 
portion. You  may  take  vacation  in  anticipation 
of  working  until  the  end  of  the  year  but  if  you 
leave  State  Service  before  the  year’s  end,  you 
must  repay  the  amount  of  the  unearned  vacation. 
Vacation  due  must  be  taken  in  the  year  in  which 
it  is  earned. 
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Retirement  System 

Your  employment  makes  you  eligible  to  join 
the  State  Employes  Retirement  System.  Membership 
in  the  Retirement  System  becomes  compulsory  af- 
ter six  months  employment  unless  you  are  then  50 
years  of  age  or  over  in  which  case  membership  is 
optional.  The  purpose  of  the  Retirement  System 
is  to  provide  annuities  for  employes  who  retire 
on  age  (60 years) , physical  disability  (5  years), 
involuntary  withdrawal  (10  years)  or  length  of 
service  (25  years). 


Reporting  Change  of  Residence,  etc. 

Changes  in  residence,  voting  address,  tele- 
phone number  or  dependency  status  should  be  re- 
ported to  the  Board  promptly  on  forms  available 
in  the  store.  A female  employe’  s change  of  name 
due  to  marriage  should  be  reported  by  letter. 


Working  Hours 

Time  to  report  for  work  and  depart  from  the 
store  is  determined  by  the  Manager.  The  minimum 
hours  to  be  worked  in  a week  are  39.  This  does 
not  include  time  for  meals  for  which  one-half 
hour  is  allowed.  Working  hours  are  subject  to 
variation  and  in  some  cases  you  may  be  asked  to 
work  overtime.  Overtime  will  be  kept  to  a mini- 
mum. It  cannot  be  compensated  for  financially  or 
by_time  off.  Each  time  you  go  on  or  off  duty, 
the  store’s  time  sheet  must  be  signed  in  ink, 
recording  the  time  to  the  nearest  five  minutes. 
You  are  not  to  leave  the  store  at  any  time  with- 
out permission  of  the  Manager. 


I 1 1 ness 

If  you  cannot  report  for  work  because  of  ill- 
ness, notify  your  store  Manager  by  telephone.  If 
unable  to  contact  him,  telephone  the  Supervisor 
or  Superintendent  in  that  order.  Failure  to  give 
such  notice  by  10  a.m.  of  the  first  day  of  ab- 
sence may  be  construed  as  sufficient  reason  to 
disallow  leave  with  pay  for  the  absence.  In  case 
of  extended  absence  due  to  illness,  report  to 
your  Manager  at  intervals  so  that  he  may  keep 
informed  of  your  progress  toward  recovery. 

Absence  due  to  illness  in  your  immediate 
family  that  requires  your  presence  is  permis- 
sible if  approved  by  your  Supervisor.  Dental  ap- 
pointments, eye  examinations,  routine  visits  to 
physicians,  etc. , should  be  arranged  to  coincide 
with  your  own  free  time.  All  absence  due  to  ill- 
ness must  be  approved  by  your  Supervisor.  Such 
approval  is  not  automatic  but  is  dependent  upon 
the  circumstances  of  the  particular  absence. 


\Miile  the  conscientious  employe  will  receive 
generous  protection  against  loss  of  pay  due  to 
illness,  employes  who  seek  to  abuse  the  sick 
leave  privilege  will  be  subject  to  disciplinary 
action. 


I n j u ry 

Any  injury  sustained  by  an  employe  while  on 
duty  must  be  reported  to  the  Manager  immediately. 
This  is  required  to  protect  the  employe  under 
provisions  of  the  Workmen’ s Compensation  Act. 
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Employe  Purchases 

Personnel  desiring  to  make  purchases  in  their 
own  store  are  to  make  such  purchases  through  an- 
other employe.  The  Manager’ s approval  must  be 
obtained  before  removing  packages  from  the  store. 

Responsibility  for  Merchandise  Shortages 

All  employes  in  a store  are  responsible  for 
their  proportionate  share  of  merchandise  short- 
ages when  individual  responsibility  for  such 
shortages  cannot  be  determined.  If  excessive, 
the  personnel  may  be  charged  for  all  or  part  of 
the  loss.  It  is  your  duty  to  report  to  the  Man- 
ager or  Supervisor  any  irregular  condition  ob- 
served in  the  store. 

Persons  Permitted  Behind  Counter 

Only  store  employes  or  authorized  persons 
(who  carry  identification  cards)  are  permitted 
behind  the  store  counter.  Workmen,  meter  readers, 
etc.,  whose  business  requires  such  entry  should 
be  accompanied  by  a store  employe  during  their 
visits. 

Manager's  Orders  to  be  Obeyed 

All  orders  given  by  the  Manager  are  to  be 
carried  out  promptly  unless  such  orders  are  in 
violation  of  the  law  or  the  rules  and  regula- 
tions of  the  Board. 

Housekeeping  Duties 

The  housekeeping  duties  in  a store  are  so  im- 
portant that  it  is  the  responsibility  of  every 
store  employe  to  do  his  full  share  in  maintain- 
ing top  store  appearance. 


Answering  the  Telephone 

VShen  answering  the  telephone  in  the  store  say 
"Good  Morning  (Afternoon  or  Evening),  State  Li- 
quor Store,  Mr.  Doe  speaking”.  If  there  is  more 
than  one  State  Liquor  Store  in  the  community, 
identify  your  store  by  stating  its  location. 

Board  Information  not  to  be  Divulged 

Information  concerning  the  store,  its  cus- 
tomers or  the  business  of  the  Board  must  not  be 
divulged. 

Hold-Up  Instructions 

In  the  event  of  a hold-up  in  your  store,  do 
exactly  as  the  robber  orders.  For  later  identi- 
fication carefully  observe  his  height,  weight, 
clothing,  distinguishing  marks,  etc. 

Fire  Extinguishers 

All  store  employes  should  know  where  the 
store’ s fire  extinguishers  are  located  and  how 
to  use  each  type. 

Manual  of  Instructions 

Every  store  contains  a Manual  of  Instructions 
covering  the  procedure  in  all  phases  of  store 
operation.  This  manual  is  available  to  all  em- 
ployes for  reference  and  study.  It  is  recom- 
mended that  you  familiarize  yourself  with  its 
contents. 
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